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JOB DESCRIPTION AND POSITION CLASSIFICATION 
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DWR POSITION NUMBER 
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SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 
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SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 
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DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
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DATE 
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Olaf Van Ardenne
	SUPERVISOR'S CLASS: DPM II
	personnel analyst: Jp
	personnel date: 9/18/14
	PERCENT OF TIME: 
	activity: POSITION SUMMARYUnder the general supervision of the Manager of Client Support B Section of the Division of Technology Services, the Associate Information System Analyst serves as a Client Technology System Analyst providing technical expertise in support and service of client technologies used by Department program areas. Performs technical activities on client technologies software, hardware,mobile devices, and associated file/document platforms. Serves as a technical participant on complex client technology project efforts. Works on complex information technology software applications and serves as an technical specialist for defined DWR managers and business staff. Provides information technology services and solutions in support of the Executive Office, Legal Office, and BDCP program.  In addition, the incumbent performs a variety of information technology tasks and activities associated with the deployment and support of hardware, software, and other technology related services.  Incumbent must adhere to all Departmental IT Governance Standards and IT Policies and Practices as set by the Department's Chief Information Officer.ESSENTIAL FUNCTIONSAbility to balance concurrent assignments and complete assigned projects and tasks on time at a level commensurate with the position classification. Maintain regular, consistent, and predictable attendance,operate a computer and/or a workstation for long periods of time, function effectively and efficiently in the work environment. 
	classification: Associate Information Systems Analyst (Specialist)
	appointee: Vacant
	dwr position number: 0550-1470-xxx
	sap personnel no: 
	sap position number: 50064368
	division: DTS - Customer Service Branch- Client Support B
	mcr: 1
	percent2: 30%30%25%10%
	activity2: SPECIFIC DUTIES INCLUDE                   Serves as a Client Technology Analyst. Configures and installs computer hardware, software, and mobile devices. Configures and maintains peripheral devices such as printers, plotters, and scanners. Configures hardware devices for connective to DWR network. Serves as a client technology device administrator. Performs required hardware and software distribution activities. Provides technical expertise delivering services related to complex software applications. Performs required software application health-checks: ensures no compatibility issues with DWR standard operating systems; periodically checks for software updates, security patches or bug fixes; and resolves any known security vulnerabilities or problems with the specific software. Ensures proper deployment and configuration of software packages. Ensures all software products are installed with the latest security patches, service packs, updates, and fixes.   Serves in the role of a Technical Support Analyst for defined Executive, Legal, and BDCP  software/applications. Provides technical expertise services related to complex and specialized  software applications. Performs required user and file account management activities. Responsible for  the administration and configuration of defined software applications settings. Performs system analysis and  troubleshooting for defined applications. Provides application services performing problem diagnoses, recommend solutions, and resolving complex applications issues. Provides customer support on complex issues and tasks and coordinates with other technical staff for resolution on the most complex application technical issues.  Coordinates application testing with users prior to release of fixes or upgrades. Assists with performance of unit and system level test activities. Responsible for software downloads and protocols for required applications upgrades, and other related application maintenance work.   Serves as Level 1 and 2 technical support level. Performs hardware and software troubleshooting activities for complex technical problems. Resolves business users' problem tickets related to hardware, software, and connectivity utilizing standard IT troubleshooting methods. Collaborates with other technical staff as necessary to resolve the most complex IT problems that require Level 3 support. Ensures service and problem tickets are resolved in timely manner and recorded in IT Service Management System. Supports business user training as necessary in the use of hardware and software.   Participates in multidisciplinary teams involving defined project efforts. Coordinates activities with other IT and business professionals to implement solutions.  Serves as an technical expert  performing complex analytical studies and activities on complex information technology systems, and projects. Support business users training as necessary in the use of hardware and software.   
	percent 3: 5%
	activity3: Represents the Division and/or Branch in meetings; this may require driving on public roadways.  Participates on assigned IT project teams and/or work groups.  Conducts independent research and presents IT recommendations for approval and implementation. Prepares thorough and accurate reports/presentation material.  Makes clear and concise presentations to the program areas and technical staff, and management.  SPECIAL REQUIREMENTSEmployee may be required to travel.  May be required to work overtime, when necessary, to meet assignment deadlines.KNOWLEDGE, SKILLS, AND ABILITIESMust have knowledge of and experience in information technology concepts, practices, methods and principles. Must demonstrate knowledge and experience in the client technology support and application support operations. Demonstrate knowledge and experience with Windows operating system, file management, and software user account management. Ability to understand and support complex software products. Ability to apply IT knowledge to the business perspective of the organization in solving the more complex technical problems. Must be able to communicate effectively with business and technical staff. Employee must be able to move and carry up to 20 lbs. of IT equipment unassisted and must possess sufficient mobility to bend over and/or crawl under obstacles in the course of IT equipment setup. May be required to work overtime, when necessary, to meet assignment deadlines. Provides quality customer service through responsiveness, innovation, competence, and teamwork.  Demonstrates respect by being courteous, considerate, and professional.                              
	supervisor name: Olaf Van Ardenne
	employee name: 


